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Presentation Checklist

Session Title Date
Organization Time

Name

Contact Name Phone
Contact Email Contact Cell
Address Set-up Time
Room Number

On-Site Parking

Equipment Requirements On Location Presenter Provided

Presenter Computer

Participant Computers

Projector or Flat Panel Monitor

Screen

Extension Cords

Power Strips

Camera for Recording

Duct Tape for Taping Cords to Floor

lllinois workNet Banners

Flash Drive with Meeting Materials and Presentation

Printed Materials for Participants

Internet Access

Access in Presentation Room Yes [ No [

If yes, is a Password required?

Packets

Number of Participants

Any special accommodations required?

NOTES:

This workforce product was funded by a grant awarded by the U.S. Department of Labor's Employment and Training Administration. The product was created by the grantee and does not necessarily reflect the
official position of the U.S. Department of Labor. The Department of Labor makes no guarantees, warranties, or assurances of any kind, express or implied, with respect to such information, including any
information on linked sites and including, but not limited to, accuracy of the information or its completeness, timeliness, usefulness, adequacy, continued availability, or ownership. This product is copyrighted by the
institution that created it. Internal use by an organization and/or personal use by an individual for non-commercial purposes is permissible. All other uses require the prior authorization of the copyright owner.

The lllinois workNet Center System, an American Job Center, is an equal opportunity employer/program. Auxiliary aids and services are available upon request to individuals with disabilities. All voice telephone
numbers on this website may be reached by persons using TTY/TDD equipment by calling TTY (800) 526-0844 or 711. - (10/2019) v4


http://www.illinoisworknet.com/



